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KTS Infinite Campus (IC) Setup for IC Access Only

1. For Staff to have access to the KTS district Infinite Campus (IC) they must first be added to IC as a
Person. (If you have already added them as a Person, skip to step 4.)

Click path: Index > Census > Add Person

Infinite istrict Editi ; :
c.mﬁj District Edition  Staging Test Site

Index h Search Person Search

Person Search

System Administrator A Search for 8 person already
from the list or click on Creal

= Student Information “Last Name

v Census h First Mame

Middie M
My Data .I -

Birth Date E]
Staff Request Processor Gender v
Peopl e Search
Households
Addresses

Portal Request Processor

Add Person h

2. Search to make sure this person isn’t already in the system. (If the individual is already in the
system, skip to step 4.)

Click path: Last Name > First Name > Search > Create New Person

Person Search

Person Search
Search for a person already tracked in Campus using the fields provided, required fields are in red. Select a student
fram the list or click on Create Mew Person.

“LastName  |Rghinson Mo Person matches found.
First Name || yndsey :

Middle Name
Birth Date p—

Gender o

Search

Create Mew Person ﬁ
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3. Save the new person.

Click path: Gender > Save

Person Creation

Fill out the form to create a new Person in Campus. Click save to create the person, afterwards, they will
appear in the list below.

Person Information

*Last Mams *First Mams Middle Mame Suffix e
Robinsan | Lyndsey | | | hd
*Gender Birth Date Soc Sec Number
RacelEthnicity
|z the individual Hispanic/Latino?
[

I the individual from one or more of the these races?
(check all that apply)

D American Indian or Alaska Mative

[ Asian

D Black or African American

D Mative Hawaiian or Other Pacific |slander
[l white
State Race Ethnicity

Save

Proper KTS Setup for Home District IMS & ED Tools Access

To prevent messing up their IMS & ED Tools Home District access please make sure you do NOT have
any of the following in IC.

1. Staff should not have their work email address (ex: kyschools.us) on the Demographics tab in

KTS district IC; otherwise this will override their home district IMS & ED Tools access. To check
first find the individual in IC.

Click path: Search > All People > Last Name, First Name > Individuals Name

Index Search h

[All People v]
Robinson, L h

Advanced Search

Search Results: 1

Robinson, Lyndsey h
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2.

If an email address is necessary please use a personal email address (ex: gmail) in the Email field.
Do NOT use their work email address (ex: kyschools.us) for the Email field. If you wish to add
their work email address please use the Secondary Email field.

Click path: Deomgraphics > Email and/or Secondary Email > Save

Robinson, Lyndsey
Gender: F
District Assignments School Choice

Contact Information Private

Demographics ﬁerﬂilies Housg
Save «Delete Person S

Perzonal Contact Information

Email:
. | O

Secondary Email:

4 1 [

If adding a district assignment on the District Assignments tab, either leave the Type field blank
or, if a type is required, select 04:Support. This will ensure that a job category is not assigned to
the individual in ED Tools in the KTS district.

Click path: District Assignments > Assignment > Type

Demographics |dentities Households
Save Delete New
Asszignments
= i Edmonson County High School
B4 (100612015

Relationships Enrollments District Employment District Assig nments*

Employment Assignment Information
School
Edmeonson County High School

*Start Date End Date

10/D&2015 | o

Type FTE of Assignment

Department
[ w
Title
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